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Job Title: Sobriety Court Case Manager  Location: Woodhaven, Michigan 

Department/Group: Probation Department   Hourly Rate: $18 per hour  

Travel Required: Minimal to None  Hours per Week:  < 20 hours   

Benefits: n/a  Position Type: Temporary, grant-funded, part-
time, non-exempt  

Supervisor: Director of Probation Posting Expires: November 13, 2015 

Resume and Cover Letter Accepted By: 

FAX: 734-671-1785 • EMAIL: admin@d33.courts.mi.gov   
MAIL: Court Administrator 
33rd Judicial District Court,  
19000 Van Horn Road, Woodhaven, MI 48183  

External posting URL:  

http://d33.courts.mi.gov/PDF/sobCrtCasMan.pdf 

 

Job Description 

ROLE AND RESPONSIBILITIES 

The Sobriety Court Case Manager, under the general direction of the Director of Probation, oversees participants in the 
Sobriety Court Program. The Sobriety Court Case Manager meets with Sobriety Court participants bi-weekly to monitor 
program progress and compliance, provides administrative, clerical, and case management support to the Sobriety Court 
Coordinator and Probation Officer, and performs other related duties as assigned. Examples include: 

 Participates on the Sobriety Court Team, including attending Team Meetings and Status Review Hearings 

 Advises participants of program requirements and conditions 

 Confirms participant attendance and participation in programs which are a condition of Sobriety Court and 
reports cases of compliance/non-compliance and violations to the Sobriety Court Probation Officer  

 Assists in identifying community resources and fostering public relations  

 Ensures complete collection of participant data using the Drug Court Case Management Information System 
(DCCMIS) database  

 Collects, verifies, and maintains records of grant-related invoices for goods and services 

 Coordinates and organizes the Sobriety Court Calendar  

 Provides resources to participants regarding employment, treatment, education, and other community services 

QUALIFICATIONS AND EDUCATION REQUIREMENTS 

Associate’s Degree with course work emphasis in Criminal Justice, the social sciences, or a related field; supplemented by 
one year previous experience and/or training involving law enforcement, probation, the criminal justice system, court 
procedures, case management, and personal computer operations • Pass testing requirements to become a certified Law 
Enforcement Information Network (LEIN) operator within six months of employment • Possess and maintain a valid 
Operator’s License 

SKILLS AND ABILITIES  

Ability to learn federal and state grant program and financial reporting requirements • Ability to learn data collections and 
entry on the DCCMIS grant system • Knowledge of the principles and practices of probation work and of related court 
procedures • Knowledge of various statutes and ordinances which govern probation • Knowledge of basic computer skills 
including Microsoft Word and Excel • Ability to identify and use available resources and services in connection with 
participants’ Sobriety Court Sentences and Treatment Plans • Ability to gather, evaluate, and audit data using established 
criteria • Ability to work under pressure and within tight deadlines  

 

* An Equal Opportunity Employer * 

Reviewed By: Amy Zawacki, Court Administrator Date: October 19, 2015 

Approved By: Jennifer Coleman Hesson, Chief Judge Date: October 23, 2015 

Last Updated By: n/a  Date/Time: n/a  

 


